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1. Policy statement

This policy builds on the founding philosophy, Mission and Values of Mater and provides clarity for alll
Mater People about Mater's expectations of their behaviour.

1.1 Scope and context

Mater People are bound to act ethically and professionally at all times, in accordance with our
Mission and Values. The Code outlines the standards we are expected to uphold whether at work,
attending work-related functions, fravelling for work, or otherwise representing Mater. Our
understanding, integration, and demonstration of the positive behaviours references in the Code will
form part of the minimum performance standards required of each of us.

1.2 Our Mission and Values

Mater People are our Mission. For more than a century, Mater People have existed to respond to
unmet community need; to provide compassionate care to those who need it most. Our Mission
and Values are our constant guide to make appropriate decisions for a sustainable, socially

relevant service that is genuinely committed to the delivery of a health community for everyone.

1.2.1 Mission

Mater People serve together to bring God's mercy to our communities through compassionate,
tfransforming, healing ministries.

1.2.2 Values

¢ We honour and promote the dignity of human life and of all creation.
e  We act with compassion and integrity

e We strive for excellence.

1.3 Cultural Statement

Mater People foster a culture aligned to our Mission and Values, encouraging collaboration and
connection. We embrace the growth and learning this creates and which nurtures excellence.

In the spirit of Catholic Tradition, we respect the diversity of Mater People, and the community we
serve. As Mater People, we recognise that mental, social, and spiritual conditions are always
present and influence the quality of work.

Mater People respect, acknowledge and continually learn from the diversity of Aboriginal and
Torres Strait Islander cultures and the histories and perspectives of First Nations people bring to and
share with Mafter.

Consistent with Mater values, Mater is committed to upholding human rights, not only with respect
to Mater People, users of Mater facilities, and the people in our care, but also for workers who
contribute along our supply chain.

Importantly, we speak up when we need to re-setf the standard for patient-centred care and care
to each other, to ensure our ministries offer a tfrue sense of belonging in an environment where alll
people can thrive and flourish.
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1.4 Philosophy and intent

Mater promotes behaviour that is underpinned by the Mater Mission and Values, focused on the
needs of patients and their families, and emphasises the importance of professionalism, quality
ouftcomes, respect and fairness.

Behavioural expectations of Mater People are expressed in the Behavioural Standards booklet as
well as Code of Conduct.

The Code of Conduct specifically clarifies the responsibilities all Mater People have, to act in
accordance with the relevant State and Commonwealth legislation and in accordance with the
performance of work that is lawful, reasonable, and consistent with their engagement, including the
scope and confract of employment. It must also be in accordance with relevant legislative and
professional requirements appropriate to the Mater Person’s profession.

The purpose of the Code of Conduct, as well as other elements of the Behavioural Standards is to
ensure all Mater People have a shared and consistent understanding of the behaviour that is
expected.

This enables Mater People to hold themselves accountable for meeting these behavioural
expectations and for managers to hold their team members accountable for meeting behavioural
expectations.

Behaviour that meets these expectations or surpasses them should be recognised and celebrated
as contributing to excellence in healthcare provision and a positive and strong Mater culture.

Behaviour that does not meet these expectations will be raised, discussed, and addressed based on
the processes and approaches outlined in the relevant policy and/or procedures. Behaviour that
confravenes the expectations set out in the Code of Conduct may immediately trigger a formal
disciplinary process that may include a review of ongoing employment and may result in termination
of employment or action taken in accordance with the By Laws.

1.5 Underpinning elements of the Code of Conduct

The Code of Conduct relies upon awareness and application of current applicable legislation and
codes of practice and of Mater policies and procedures. It has been developed based on the
following four core principles for which full details are provided below:

1. Sdfety

2. Stewardship

3. Ethical and Professional Obligations
4. Personal Conduct

The expectations within the Code of Conduct are outlined in the sections below as well as published
within the Behavioural Standards Booklet as the resource that is provided to all Mater People
clarifying behavioural expectations.

Mater policies and procedures that should be read in conjunction with the Code of Conduct are set
out in the Related Documents section of this Policy and are available in the Mater Policy and
Procedure Library (MPPL). All Mater People are required to familiarise themselves with the full details
and all expectations within the Code of Conduct as well as other behavioural expectations also
contained within the Behavioural Standards Booklet.

1.6 Infroduction to the Code of Conduct
Mater People have a responsibility to ensure they:
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a) act within the law, policies, procedures, and delegations relevant to their areas of work;
and

b) actinaccordance with the legislation and professional registration requirements appropriate
to their profession and the relevant bodies which oversee such professions; and

c) perform their roles to the best of their ability and remain accountable for the outcomes of
their actions; and

d) undertake their duties with honestly, impartially and integrity; and
e) act with care and diligence.

When supervising or managing staff, ensure that the staff supervised understand and held to the
standards of performance and behaviour that is expected.

It is vital Mater People behave in such a way to refrain from engaging in behaviour that could
negatively impact Mater’s reputation in the community. All Mater People have a responsibility to
ensure their behaviour reflects the standards of behaviour referred to in the Code of Conduct and
to help build a positive workplace culture.

A team member who believes a colleague or other person may be in breach of the Code of
Conduct should address their concerns with the person directly using the principles of Speaking with
Good Judgement, and/or with their line manager/leader and/or a member of the People and HR
Performance team. A team member who believes another colleague or other person may be guilty
of serious misconduct, including, but not limited to, theft, fraud or other unlawful behaviour, must
notify their manager, and/or escalate to the relevant Executive for the area, and/or a member of
the People and HR Performance team of their suspicions immediately.

2. Principles

The following set of principles describes the objectives and outcomes of the policy:

1. Safety: take responsibility for your own safety, as well as that of others.

2. Stewardship: be a steward for the sustainability of Mater.

3. Ethical & Professional Obligations: adhere to ethical and professional obligations at all fimes.
4

Personal Conduct: treat yourself and others with respect and dignity and act at all fimes to
protect and enhance Mater’s reputation in the community.

2.1 Principle one: Safety

Mater People have an obligation to protect their own safety, health, wellbeing, and welfare at work
and all have a duty of care to protect the safety of patients, clients, visitors, and colleagues. Mater
People must act responsibly and take all reasonable steps to ensure they do not place themselves
or others af risk of harm or injury, including ensuring fitness for duty at all fimes. In the event that an
incident occurs, Mater People must ensure it is reported in a fimely manner, must comply with
relevant health and safety policies and legislation and must participate in all required training,
education and mitigation discussions as directed.

2.2 Principle two: Stewardship

Mater has a proud history of serving our community for more than 100 years. In order fo ensure we
are able to continue to do so for the next 100 years and beyond, it is important all Mater People
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demonstrate responsible stewardship of resources, both financial and non-financial and avoid
unnecessary waste or extravagance. Mater resources, whether people, property, equipment, or
facilities, shall be allocated only to official Mater business.

2.2.1 Intellectual Property

Unless expressly agreed otherwise, all infellectual property related to the employee’s role at Mater
belongs to Mater. Approval must be obtained from an authorised person before employees divulge,
publicise, or otherwise release any material in any form which may constitute intellectual property.

222 Risk Management

Mater People must at all fimes be aware of minimising Mater's exposure to risk and must comply with
the risk management framework.

Each Mater Person has a responsibility and an obligation to report and escalate incidents, hazards,
or risks as they become aware of them.

2.2.3 Healthcare Standards

Mater is required to demonstrate its compliance with national standards for healthcare service
delivery, including National Safety and Quality Health Service Standards (NSQHSS) and Australian
Council on Healthcare Standards (ACHS). It is an expectation of all Mater People that they commit
to continuous improvement and participate in the creatfion and provision of appropriate evidence
to support Mater’'s compliance with these standards.

224 Internet, Infranet, and Email Usage

Infernet, infranet, and email facilities are provided by Mater for work related purposes. Limited
personal use of these facilities is permitted provided that (a) it does not interfere with work
performance, (b) there is compliance with all other usage policies and (c) the access is appropriate.

2.3 Principle three: Ethical and Professional Obligations
2.3.1 Ethics

All activities including, but not limited to, research and clinical activities, must be conducted within
the Catholic Church’s ethical guidelines and must not breach professional ethics.

2.3.2 Confidentiality

Mater People are regularly exposed to information that is private and confidential in nature. It is of
utmost importance that personal information obtained as a result of a connection with Mater be
kept private and confidential.

Mater People must not disclose confidential information at any time, unless that disclosure is required
under law or with the express permission of the Chief Executive Officer. Sensitive documents must be
stored appropriately, preferably in a locked/secure environment.

Personal information regarding any Mater Person, including themselves, or patients should not be
accessed unless this is required in the course of a team member’s professional duties. Any personal
matters should be discussed discreetly so as to protect confidentiality. Names and other personal
details must not be disclosed in any public forum, including online.

Cybersecurity is taken very seriously by Mater. All Mater People are responsible to ensure their on-
line activities are conducted appropriately within the guidelines of cyber security, fo mitigate the risk
of confidential and private information being compromised.
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2.3.3 Fraud, Theft and Corruption

Mater People shall not seek, accept, or encourage others to give them benefits in return for any
decision or action taken in the course of their employment.

Mater People are responsible for the detection and prevention of fraud, theft, and corruption.

Mater People must not engage in theft or fraudulent or corrupt behaviours. Mater adopts a “zero
tolerance” approach regarding detected fraud, theft, and corruption. All instances of fraud, theft
and corruption identified through any source will be taken seriously and will be properly investigated.
All substantfiated incidents of fraud, theft and corruption involving Mater People will be regarded as
serious misconduct.

234 Conflicts of Interest

Mater People are responsible for avoiding conflicts of interest and where a personal interest exists,
must openly disclose that interest to their manager. Mater People should not use their position to
exercise improper influence for personal advantage or for the advantage of others. Personal
relationships and personal bias should not influence the way work is carried out or how decisions are
made, particularly those made in relation to recruitment or advancement. Where personal
relationships exist or are formed, they should be disclosed to a member of the senior leadership to
ensure protection and mitigation of conflict of interest can be actioned.

Activities performed on behalf of a professional or political body must be conducted in a clearly
private capacity and must not use Mater’s time or resources or indicate an affiliation with Mater in
any way. Mater People who are concurrently employed elsewhere must ensure that their other
employment does not compromise their effectiveness and efficiency at work and should minimise
any potential for conflicts of interest. Disclosure of other employment to senior manager is
encouraged to assist in protection and mitigation of conflict of interest.

Any individual employed by Mater or undertaking work for Mater must make decisions in the best
interests of Mater, as conflicts of intferest may constitute unethical and/or fraudulent conduct.

2.3.5 Cooperation during Investigations and Audits

Mater People may be required from time to time to take part or assist in an investigation or enquiry.
This may include providing witness statements, responding to allegations, answering questions, and
attending meetings.

Mater People may also be required to take part in audits.

Mater People are required to fully cooperate and provide accurate information. Failure to comply
with this requirement may result in disciplinary action, up to and including a review of ongoing
employment.

2.3.6 Criminal History Reporting

All Mater People, as required by the Criminal History Check Procedure, will inform Mater at the time
of the change, if, at any stage during their employment they are charged with any offence that if
they were subsequently convicted would result in a criminal history check revealing a disclosable
court outcome. This also applies where there has been a change in criminal history during a period
of non-employment with Mater. That is, if changes to criminal history occur following an employee’s
resignation or termination and the individual is re-employed by Mater at a later date, the Employee
is required to inform Mater of the changes to their criminal history which occurred during this fime.
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24 Principle four: Personal Conduct

2.4.1 Teamwork

We believe it is possible for each Mater Person to derive personal satisfaction from making his/her
own individual contribution as a member of a team, working together in a spirit of friendliness and
cooperation. Therefore, Mater People should at all fimes maintain open, honest communication with
their colleagues, actively confribute to teamwork and assist one another in working toward the
attainment of common goals.

242 Respect and Fairness

Mater People will, at all times, be courteous, objective, and helpful when dealing with others. Mater
People must not tfreat any person in such a way that could breach any of the policies named below.
This includes but is not limited to: denigration of any person’s cultural, religious, and/or other beliefs;
engaging in any form of bullying, mistreatment, coercion, use of inappropriate language or
behaviour towards any person; engaging in harassing lbehaviour, which could include sexual
harassment and/or harassment due to any attribute in accordance with the anti-discrimination
policy (such as age or gender); or any other unethical or unlawful behaviour.

All Mater People are expected to freat each other fairly and equitably and with respect.

2.4.3 Communication

Mater People communicate respectfully with all people they encounter in the course of their work.
The Mater is committed to promoting a work environment in which all those who enter the
workplace will conduct themselves in a respectful and cooperative manner. A safe environment is
important for all Mater People in which communication is conducted with an open and curious
mind.

244 Mater Brand and Reputation

Mater aims to portray a level of professionalism through a consistent brand image which reinforces
our unique Values. Mater People must at all times behave in a way that upholds the good reputation
of Mater. Only specified Mater People are authorised to represent Mater in the media and online.
Without this specified authorisation conduct relating to the media or online may be considered
inappropriate.

2.4.5 Social Media

All Mater People and associates should be aware that parficipation on blogs and social networking
sites including, but not limited to, Facebook, Instagram or Twitter is subject to the same Mater policies
which apply fo their behaviour at work. Any discussion of Mater, including corporate information,
patient or clinical information, or about other Mater People using social media is prohibited.

2.4.6 Dress Code

Mater People, as the most visible expression of the Mater brand, must be seen to represent Mater’s
Values at all fimes and should always present themselves professionally and with dignity. As an
organisation that provides professional health services, all Mater People must wear professional work
attire that instils confidence in our ability to provide safe, high quality healthcare services to our
patients, customers, and clients. This includes being conscious that when recognisable as a Mater
Person, including when in uniform, and/or wearing Mater identification off campus, that you remain
a visible representative of Mater.
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Mater recognises the diversity of its people and will take a sensitive approach when this affects dress
and uniform requirements. However, priority will be given to health and safety, security and infection
confrol considerations.

2.4.7 Attendance

It is a requirement of all Mater People to be punctual and aftend work as required by their contract
of employment and/or industrial instrument with individual breaks taken in accordance with their
work arrangements. All Mater People are required to follow their departmental/work area specific
procedures for recording attendance as well as reporting all absences as soon as practicable.

2.4.8 Substance Misuse

The use, possession, distribution, misappropriation and/or theft of alcohol and illegal or illicit drugs
which may jeopardise the safety and welfare of others, including but not limited to patients,
colleagues and themselves is not permitted prior to afttending or during work- or work-related
activities. Any Mater person must noftify their manager if they are consuming medications or
prescription drugs that may affect their ability to perform their work.

2.4.9 Environmental Sustainability

Mater aims to minimise its environmental impact by complying with the Laudato Si (Papal Encyclical),
its Environmental Sustainability Policy, the existing environmental law, prepare for future changes in
environmental law, respond to environmental challenges with high quality strategies and as an
expression of its mission and values, responsibly care for the environment out of respect for the earth
and those who come after us. Mater People are required to support Mater in achieving this aim.

2.4.10 Employee Responsibility

It is the responsibility of all Mater People to familiarise themselves and comply with the Code of
Conduct. Suspected violations of the Code of Conduct will be thoroughly investigated. Failure 1o
adhere to the Code of Conduct may result in disciplinary action, which may include termination of
employment.

2.4.117  Human Rights

Consistent with Mater values statements and the Modern Slavery Act 2018, Mater is commifted to
upholding human rights, not only with respect to its own people and users of Mater facilities, but also
for workers in its supply chain.

2.5 Other related components of the Behavioural
Standards

The Behavioural Standards outlines following core existing enactments of Mater’s expectations of
behaviour. This arficulates a consistent picture of how Mater People are expected to behave and
inferact with others.

All Mater People have accountability for their behaviour, carrying out their role effectively, delivering
safety and quality, ensuring a positive patient experience, continuous improvement, and upholding
Mater's reputation. Leaders with managerial responsibilities have additional accountabilities for
managing people, business results and service delivery.
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3. Compliance

3.1 Industry standards

ISBN: 978-1-925665-17-8: Australian Commission on Safety and Quality in Health Care: National
Safety and Quality Health Service Standards. 2nd ed. Sydney: ACSQHC; 2017. ltem: Governance,
leadership, and culture
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4. Definitions

Term

Mater People

Definition ‘
Anyone who carries out work for Mater and its subsidiaries including employees,
contractors, subcontractors, person accredited under the Mater By Laws,
employees of labour hire companies (e.g. nursing agency staff), outworkers,

apprentfices and frainees, students, volunteers, and Person(s) Conducting a
Business or Undertaking who are individuals if they perform work for Mater.

The term Mater People may refer to one or more individuals. The term ‘Mater Person’
is the singular of ‘Mater People’.

Unless explicitly stated otherwise, ‘Mater People’ and ‘Mater Person’ have the same
meaning as the ferm ‘worker’ under the Work Health and Safety Act (2011) QId.

Manager Any Mater Person who is accountable for direct supervision of Mater People’s work.
This may include, but is not limited to, Executive, Directors, Managers, Team Leaders
and Supervisors

Performance The conversation to discuss performance and behaviour, plans and progress. It

Development includes discussion to agree on objectives and development goals. It is commonly

Conversation referred to as a PDP conversation, and is generally documented in a Performance
Development Plan (PDP).

Role Clarity A conversation between a manager and a direct report to discuss the scope of a

Conversation role, utilising a Role Description and other shared expectations. The purpose is to

ensure that at all times direct reports are clear on the purpose of the role, the
behavioural expectations associated with the role, accountabilities of the role, tasks
or core expectations of the role, and level of capability.

Role Description

A document outlining the purpose, expectations and requirements associated with
arole. Also known as a Position Description.

5. Related documents

Mater documents

e Behavioural Standards

Fraud and Corruption Prevention and Conftrol

Information Privacy policy

e Career Development policy

e  Whistleblower Policy

e Conflict of Interest

e Managing Underperformance and Misconduct

e Career Development Planning

e Social Media

e Use of ICT Resources

e Resolution of Workplace Bullying, Sexual Harassment and Discrimination Complaints

e Managing fraud and corruption

e Child and Youth Risk Management Framework
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e Environmental Sustainability Policy

External documents

e Australian Human Rights Commission Act 1986 (Cth)
e Human Rights Act 2019 (Qld)
e Modern Slavery Act 2018 (Cth)

e Laudato Si (Papal Encyclical)

6. Document controls

6.1 Earlier versions
Version Release date ‘ Description
1.0 16 Jan 2014 Initial Draft
1.0 13 Feb 2014 Second Draft
1.1 09 Nov 2016 Update role fitles and Mater definitions
1.2 01 Jun 2019 Review and update brand, layout and minor content changes
2.0 07 Aug 2020 Review incorporating updates definitions and legislative references
2.1 13 Dec 2022 Review incorporating updates

6.2 Key contacts

Document Owner Chief People and Learning Officer

Contact Human Resources via the Mater Service Desk portal or HRHelpDesk@mater.org.au

Subject area Human Resources

Committee n/a

Affirmation

This governance document is consistent with Mater’s Mission,
© Copyright Mater 2021 Misericordiae Limited. All Rights Reserved
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